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How to Submit a Retro Expense
Report on Behalf of Another
Employee
(for Site Travel Specialists)



The purpose of this job aid is to show Site
Travel Specialists on how to submit a
retroactive expense report on behalf of
another employee in Concur.

To access Concur Travel, log in to your ESS
(https://ess.lausd.net/) using your SSO
(Single Sign On).

e (%, Sign I » +

€ ¢ @ = HTTPS://ESS.LAUSD.NET &
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Click on the Travel Management tile.

Travel Management My Travel Approvals

My Travel Approvals
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https://ess.lausd.net/
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You will be directed to the Concur Travel
home page. Display may look different
depending on your view settings.

READ HERE BEFORE CREATING A TRAVEL REQUEST.
lick "Read more” to expand. Please read below before creating a travel request or expense report
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Click on your initials or person icon on the
top right corner.

A @ W™
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Click Act as Another User.

\' a ® (m)

JM

Jonathan Mendez

5 Settings

@ Act as Another User "
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Choose A Delegate for another user then
type in the traveler's employee ID.

@ Act as Another User ~

Act As ﬂ

() Myself

‘ '.' A Delegate for another user who ‘

has granted you this permission

':' An Administrator (Proxy) for other

users

Search by name or ID

E ]
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Choose the traveler's name, then click
Switch.

@ Act as Another User A~

Act As G
() Myself
'il A Delegate for another user who

has granted you this permission

'Z:. ' An Administrator (Proxy) for other

users

Search by name or ID

Q  Nakamura, lkumi o
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Click Create Expense Report.

Create Request Create Expense Report

W
A Start an approval request for travel =] Begin an expense report to track
business related expenses.

Or exXpenses.
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Fill in all required fields (*). Double check the
Job Assighment & Job Assighnment Cost
Center fields for accuracy.

« Report Name — Name of the conference

. Report Start/End date — Travel start & end dates
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Select Yes in the field below to enable the
report to follow the retroactive workflow.

Click Create Report to generate the
retroactive expense report.

Create Report *E] 1<l



A retroactive expense report will generate.

Test Retroactive Expense Report $0.00
Not Submitted Report number: 7MJZF2

Report Details v Print/Share v Manage Receipts v

Expenses (¥ Add Expense v

by

No Expenses

Add expenses to this report to submit for reimbursement.
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Click Add Expense > Manually Create
Expense to add an expense type.

Test Retroactive Expense Report $0.00

Not Submitted Report number: 7MJZF2

Report Details v Print/Share v Manage Receipts v

Expenses (¥) Add Expense v

& Manually Create Expense

= Select from Available Expenses (0)

by

No Expenses

Add expenses to this report to submit for reimbursement
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To enter a Conference Fee, type in
Conference fee, then select Conference

Fees.

Add Expense to Report

Create New Expense Select Available Expenses (0)

Select an expense type for the new expense

Caonfere

Search by expense type, category. description

» Recently Used

Conference Fees

~ 07. Fees

Conference Fees
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Enter the conference Vendor Name.

New Expense

Details Itemizations Receipt

(b Allocate
* Required field

Expense Type *

Conference Fees X~
Transaction Date * Business Purpose
07/17/2025 =
Enter Vendor Name * Payment Type ~
Self-Paid W

- &
lurrency

US, Dollar (USD) X v Click to
types f

Amount

"
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Update the Payment Type to the actual
payment method used for each expense.
Update the Amount to reflect the actual
costs as well. Repeat for all expenses.

Expense Type

Conference Fees v X
Transaction Date * Business Purpose

est

04/02/2026 B Te
Enter Vendor Name * Payment Type *

Test Self-Paid v

0.00 US, Dollar (USD) v ooX
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Click Upload New Receipt to upload the
receipt for each expense directly from your
desktop. aiternate method in step 17.

b

Upload or drag-and-drop your receipts here. ©

| T Upload New Receipt |

Choose From Available Receipts
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You can also drag & drop your receipt
directly into the box.

PDFs X+ = B =
& ™ < OneDrive > -+ PDFs Search PDFs Q
G} Mew Tl sort = View e (B Details
A Home Name Status
& How to Activate E-Re ts 4.2026 @
R Gallery ow to Activate E-Receipts @
How to Add an Approver to the Approval Flow in ESS 4.2026 @
» @ oNaTHAN-Lost | 2 e PP
How to Add or Edit the Funding Information 4.2026 ]
How to Approve Travel Requests (Approvers) 4.2026 @
& Desktop
How to Assign a Delegate in Concur 4.2026 @
i Downloads
How to Cancel a Travel Request 4.2026 @
o Documents
How to Check the Status of a Travel Request or Expense Report of Another Employe.. @
P9 Pictures
How to Check the Status of Travel Request or Expense Report 4.2026 @
W Music
How to Designate a Substitute ApproveRgh 2026 @
i Videos
How to Edit the Freeze Justification Field 4. @
New Travel Job Aid
How to Find Qut Why My Request or Report V @
Concur Job Aids (A
How to Link an Approved Travel Request to the @
PDFs
How to Submit a Travel Request 4.2026 @
15 items

Add a receipt below.

Upload or drag-and-drop your receipts here. (2]

T Upload New Receipt

Choose From Available Receipts




Once a document is attached, you can
use the Remove button to delete, the Add
button to attach additional documents or
the Open button to view those
attachments in a separate window.
Receipts should contain the last 4 digits
on the card used. Bank statements may
be attached. For questions on what
receipts to use, contact Accounts Payable.

Document

Test Doc.pdf Uploaded: 04/06/2026

Remove Add [} Open
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Click Save Expense.

IConference Fees $0.00 (xRN | Save Expense | v
Details ltemizations
(]E Allocate Required field *

*
Expense Type

Conference Fees v X
[Transaction Date * Business Purpose

04/02/2026 =] Test
Enter Vendor Name * Payment Type *

Test Self-Paid v
Jxmount * Currency *

0.00 US, Dollar (USD) v o X
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If you are seeking mileage reimbursement,
click Add Expense - Manually Create

Expense.

Expenses (1) (® Add Expense v
|_| Alerts JT  Date [T Comment JT Receipt JT I ¢/ Manually Create Expense Ir Details JT Payment Type [T Requested |T
(] [ x] 04/02/2026 = - = Select from Available Expenses (0) Self-Paid $0.00

$0.00
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Search for the expense type by typing
Personal Car Mileage in the search bar.

Select the expense.

Create New Expense Select Available Expenses (0)

Select an expense type for the new expense

~ 02. Transportation

Personal Car Mileage
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The mileage calculator will appear.
A = Worksite Location
B= Conference Location.

Mileage

Mileage Calculator

|| Avoid Tolls |_| Avoid Highways

Waypaoints

° ]

alculate Route
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Trip.
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To calculate a round trip, click Make Round

Mileage Calculator

[ Awoid Tolls [_| Avoid Highways

Waypoints

@ 333 South Beaudry Avenue, Los Ang

509 Ninth Ave, San Diego, CA 92101

©

Calculate Route

121.8 MI
[ |Personal

Make Round Trip

Click Add Mileage to Expense.

id Highways

1218 MI

ry Avenue, Los Ang }

[_]Personal
n Diego, CA 92101

Calculate Route  Make Round Trip

2 hours 2 mins
29 mi. About 2 hours 2 mins

24th Floor, Los Angeles, CA 30017, USA

|2 mins

ast on S Beaudry Ave toward 0.3 mi
ramar St
to W 1st St 0.3 mi
o N Hope St 0.2 mi
p onto US-101 5 1.4 mi
o stay on US-101 5 2.3 mi
55 26.8 mi
aight to stay on I-55 1.2 mi
aight to stayon -5 S 0.7 mi
aight to stay on I-5 5 73.0mi ¥
TOTAL PERSOMAL TOTAL BUSINESS
0.0 MI 121.8 MI
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For Mileage Type, select

Travel Mileage.

Required field *
Expense Type *

Personal Car Mileage

- . *
ransaction Date

04/02/2026

Mileage Type *

Search by Text

To Location

MNon-Travel Mileage

509 Ninth Ave, San Diego, CA 92101, USA

Travel Mileage

-
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Click Save Expense.

New Expense

Details Itemizations

8 Mileage Caleulator || (b Allocate

Required field *

Expense Type *

From Location

Personal Car Mileage

Mileage Type *

Business Purpose *
333 South Beaudry Avenue, Los Angeles, CA 90017, US

Transaction Date *
04/02/2026 By Travel Mileage voX Test
To Location Payment Type
509 Ninth Ave, San Diego, CA 92101, USA Self-Paid
Distance *
122
Amount * Currency Reimbursement Rates
88.45 US, Dollar (USD) USD 0.725 per mile
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To attach non-receipt attachments to the
expense report, click Manage Receipts >
Manage Attachments.

Manage Receipts Vv

View Available Receipts

I Manage Attachments I

Missing Receipt Declaration

_
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You can drag & drop the document in the
box or click on Upload and Attach to
search for & attach youir file.

Document Upload and Attach

Valid file types for uplead are .png, .jpg, .jpeg, .pdf, .tif or .tiff. SME limit per file.

Upload and Attach
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Once you add all the expenses, you will
need to allocate a valid funding line with
sufficient funding allocated in GL 52002 to
process your expense report.

To allocate a funding line to the report,
select all the checkboxes next to the
expenses and then click Allocate.

Your Department or school provides the funding
line, not the Travel Desk.

CCAE Conference 2025 $201.20

Not Submitted |Report Number: NJVGNL

REQUES
ppppp
$0.00
eport Details v Print/Share v age pts v i ilabl ts
Expenses/ ‘ (® Add Expense v ‘ Edit | Delete Allocate | Combine Expenses  Move
mmmmmmm 1T Receiptlt Payment Typell Expense TypelT Vendor DetailsT Datel® quested [T
$151.20
o C L s Allocated
= = LA d d P onference Fess lifornia Council Adult Education (| ) 03/11/2025 S
cated

2222222
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Click the Add button to enter a new
funding line.

=]

7

"

No Allocations
These expenses are assigned to your default allocation shown
above. Click the Add button to allocate part or all of these ex-
penses differently.
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Scroll down & fill out the last three fields;
Cost Object Value (Location Code), Fund,
& Functional Area. Include the hyphens.

Add Allocation
~+ New Allocation % Favorite Allocations
(CC) Cost Center v o X
Cost Object Value 4
W
Fund
W
Functional Area
W
= Cancel
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Click Save.

Add Allocation
+ New Allocation W Favorite Allocations
(CC) Cost Center v X
Cost Object Value 4
Contract Admin and Procurement Services v *
Fund
GF-Unrestricted v X

Functional Area

General Fund Sch Program ~ X

E] Cancel
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Click Save again in the Allocations
window.

|. Percent | Amount
Amount Allocated $1,080.35 @ Remaining $0.00
$1,080.35 100% 0%

Default Allocation

Code Percent %
Default 0
Allocations (1) ® Add Save as Favorite
|:| Logical System]T Company Codel] Cost Object Type|] Cost Object ValuelT Fund Percent %
|—| E(;C Production LAUSD Cost Center Contract Admin arjd GF- 100
— Client Procurement Services  Unre:
4 S EEEEEEEEEE—— >
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Ensure all expenses are accounted for.

When ready, click Submit Report.

Home ! Expense / Manage Expenses / CCAE Conference 2025

CCAE Conference 2025 $201.20

Not Submitted | Report Number: NJVGNL

REQUEST

Approved
$0.00

Report Details v Print/Share v  Manage Receipts v

Expenses

Add Expense~ || Edit | Delete
I

elete Report

View Available Receipts

Allocate  Combine Expenses  Move v

Comment)T Receiptlf Payment Typell Expense Typell Vendor DetailsT Datel™ Requested |t
$151.20

Self-Paid P L Car Mil 05/23/2025 wee
elf-Pai ersonal Car Mileage P
50.00

5 E *LAUSD District Paid-P-Card, PO, Imprest Conference Fees California Council Adult Education (CCAE) 03/11/2025 AT e
ocated
$201.20
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Yellow Warning sign will not prohibit you
from submitting the report.

Home / Requests / Manage Requests / TESTING

Alerts: 1

EXPENSE Hotel 07/17/2025 $900.00

A\ Warmning: Hotel expenses are not to exceed $300 per night, including related taxes and fees. View

TESTING $1,080.70 Delete Request

Not Submitted | Request ID: 3JJW

Request Details v Printv  Attachments @ v

A Waming: Hotel expenses are not to exceed $300 per night, including related taxes and fees. View
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Red Error message will prohibit you from
submitting the report. You will need to
correct the error before submitting the

report.

Alerts: 7 ~
EXPENSE  Personal Car Mileage  02/05/2025  $0.70 -
€3 Error: This transaction has not been allocated. Please click on the ‘Allocate’ button and add request allocation. View l

€3 Error: This transaction has not been allocated. Please click on the 'Allocate’ button and add request allocation. View
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If the report goes through budget check
successfully, the system will indicate who
the report is pending with. Budget check
should take 2-5 minutes. Go to Report
Details > Edit Report Header.

If the report fails budget check, the report
will be rejected (sent back to the traveler).

Not Submitted | Report Number: 0368II

Report Details v I Print/Share %  Manage Receipts v

Report

Report Header

Report Totals Comment|T Receipt|T Payment Type|f Expense Type[T

Report Timeline Self-Paid Per Diem

Audit Trail

Self-Paid Conference Fees

Allocation Summary =

Linked Add-ons

Manage Requests |
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Scroll down to Current Approval Status. It
will state the name of the approver.

URL Status

Current Approval Status

Pending with

LAUSD

UNIFIED
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